GOVERNMENT OF KERALA 
Health and Labour Department (Municipal Rulea) 


NOTIFICATION 
G. O. Ms. 795 |61|H & LD . 

Doted , Trivandrum , 13th July 1901. 
In exercise of the powers conferred by sub- sections ( 6 ) and ( h ) of 
Section 135 of the Trivandrum city Improvement Trust Act, 1960 (Act 1 
of 1961) , the Government of Kerala hereby make the following rus as 
to the accounts to be kept by the Board of Trustees for the Improvement 
of the City of Trivandrum , and as to the returna statements, reports and 
accounts to be submitted by the Board , the same having been previously 
published as required by sub- section ( 1 ) of section 137 of the said it 


TRIVANDRUM CITY IMPROVEMENT TRUST ACCOUNTS 

AND FINANCE RULES 


CHAPTER I 
1. Short title . These rules may be called the Trivandrum City Improve 
ment Trust Accounts and Finance Ruls, 1961. 

2. Commencement. They shall come into force at once. 

3. Definitions. - In these rules, unless there is anything repugnant in 
the subject or context -- 

( 1 ) " Accounts " means the accounts maintained by the board . 
(2 ) " Act" means the Trivandrum City Improvement Trust Act, 1050 . 

(3 ) " Advance " means any sum sanctioned by the Board as an advance 
to be recovered in such manner as the Board may decide. 

( 4 ) " Auditor means the Examiner or any of his authorized assist- 
ants or any other person appointed by the Government. 

(5 ) "Bank" means the State Bank of India or any other Bank ap 
proved by the Board and the Government. 

( 6 ) " Examiner" means the Examiner of Local Fund Accounts. 

( 7 ) " Finance " moving the receipts realised by the Board from time 
to time. 

( 8 ) " Scheme" means a scheme of any one of the types ?pecite in 
Section 34 of the Act. 

(9 ) " Year " means the financial or oficial year, comercing on 1st 
April and ending on the 31st March. 

4. Effects of holidays. Whenever in these ruks, any act or proceed 
ing is directed or nllowed to be done or taken on a certain day or within 
a prescribed period , then , if the office is closed on that day or on the 
inst day of the prescribed period , the act or proceedings shall be deensed 
to have been done or taken in due time if it is done on the next subao 
quent day on which the office is open , unless there is an arrangement to 
the contrary for any specified purpose. 
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5. Chairman to settle matters of dctuit connected with accounts. - The 
Chairman shall have discretion to settle matters of detail connected with 
the accounts where such details are not specifically dealt with in these 
rules in consultation with the Auditor. 

6. Maintenance of accounts und Registers .--- All accounts and registers 
shall be maintained in English Books of accounts and registers shall be 
strongly bound and the pages numbered serially before being brought into 
use, and unless otherwise specifically stated, accounts shall not be pre 
pared on loose sheets or in loosely bound volumes. 

7. Corrections in accounts rouchers_Corrections and alterations in 
accounts shall be made neatly in red ink (a single line being drawn 
through the original entry which it is desired to correct ) and attested by 
the dated initials of the Secretary or such other officer asmay be authoris 
ed by the Chairman in that behalf. 

Each correction or alteration in the total of a voucher shall be attested 
by the dated signatures of the person singing the receipt. Each correction 
or alteration in the order of payment shall be attested in the same way 
by the officer ordering the payment. 

Erasures and overwriting shall, on no account be made in registers, 
statements , cheques, vouchers or accounts of any description 

8. Credit of money received . - All money transactions, relating to the 
Board shall immediately and without any reservation be brought to account 
in the books the Board and all moneys received other than inoneys 
withdrawn from the bank to meet current expenditure, shall, without 
delay , be paid in full, into the Bank credited to the appropriate account 
and shall not be utilized to meet current expenditure. 

9. Issue of duplicate receipts and vouchers. - Duplicates or copies of 
receipts granted for money received or duplicates of copies of bills or 
other documents for the payment of money which has already been paid 
shall not be issued. Certificates may however be given to the effect that 
on a specified day, a certain sum on a certain account was received from 
or paid to a certain person ." 

10. Objections statement. - The Audit objections statements issued by 
the Auditors in the course of audit, shall be returned to them promptly 
by the Chairman with notes showing the action taken or proposed to be 
taken to settle the audit objections. 

11. Disposal of the audit note and objection statement.-- The Chairman 
shall place before the Board the final statement of audit and report with 
draft replies its first or second meeting after the receipt of the audit 
note . The action taken on audit note and report shall be reported 
to the Government as promptly as possible and not later than three months 
from the date of receipt of the audit note.. 

12. Losses.-- Whenever any loss of money, stores or other property of 
the Board by embezzlement, fraud, theft, negligence of the Board 
employees or other cause is discovered, the Chairman shall make a preli 
minary investigation into the loss and report to the Board . Where the 
loss exceeds Rs. 1,000, he shall send a copy of the report to the Govern 
ment. 


A detailed enquiry shall be made thereafter by the Chairman or any 
other officer or by a special sub -committee appointed by the Board. A 
copy of the Chairman s report to the Board on the result of the enquiry 
made, shall be communicated to the Auditor cases where the value of 
loss or embezzlement involved exceeds Rs. 50 . If the circumstances 
attending the loss demand it, or if the Government so , desire, arrange 
ments shall be made with the Auditor for expert examination of accounts 
by means of special audit. The Auditor shall send his report to the Chair 
man and submit a copy of it to the Government. When the matter has 
been fully enquired into, taking due account of the report received from 
the Auditor, a report showing the total sum of money lost, the circum 
stances in which loss took place and the steps taken or recommended 
to recover the money and to punish the offenders and the measures taken 
or proposed to be taken to avoid recurrence of such loss in future, shall 
be submitted by the Chairman to the Board . The Chairman shall submit 
to Government a copy of this report together with a copy of the orders 
passed by the Board . The Board may order the amount of the loss to be 
written off , provided that, if in any case, the amount of the loss exceeds 
Rs. 1,000, such order shall not take effect without the approval of the 
Government. 


CHAPTER II 


BUDGET ESTIMATES AND APPROPRIATIONS 
13. Estimate of income. - Estimate of income shall be based upon the 
actuals of the past three years in respect of recurring income with such 
modifications as may be necessary in the light of probable increases or 
decreases due to factors which can be foreseen . 

14. Estimate of contingent expenditure. - Estimates of expenditure in 
regard to contingencies shall be based upon the average actual expendi 
ture of the past three years exclusive of any special items of expenditure 
that might have been incurred during these years . Variations should 
however, be explained . 

15. Estimates of establishment expenditure and firet recurring 
charges.The estimate of expenditure on fixed establishments as well as 
fixed monthly recurring charges on account of rent, or other similar 
charges, shall be made according to the actual sanctioned scale and shall 
provide for the gross sanctioned pay without deductions of any kind. To 
this shall be added a suitable provision for leave salary . Due provision 
should also be made for the payment of annuities on all outstanding 
loans. 

16. Unspent grants and appropriations to upse at the close of the 
year. - All grants and appropriations shall lapse at the close of the ysar 
and unspent balances, if any, shall not be availed of for expenditure after . 
the close of the year for which the grant was sanctioned . In the case of 
works and schemes in progress, the Board may increase the grants nt 
year to cover the grants which have lapsed at the end of the previous 
year. The tendency towardsmaking payments in haste at the end of a 
year to utilise the grants in full. As far as possible in that year itself 
should therefore be checked . 
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17. Reappropriations and emergent expenditur - No expenditure - 
ta ) not covered by provision in the sanctioned budget estimate, or 

(b ) Nkely to cause excess over the amount provided under any head , 
shall be incurred without provision being made by reappropriation from 
some other head under which savings are ascertained or anticipated or 
from surplus over the statutory closing balance. The Chairman may, in 
emergent cases, incur inevitable expenditure but shall make a report to 
the Board at its next meeting together with an application for reappro 
priation of funds . 

18. Form of statement of reappropriation.-- ( ) applications for re 
appropriation of funds shall be made in the form (Account 1) appended 
to these rules with a detailed explanation for the expenditure incurred . 

( b ) The Board shall submit two copies of their budget estimates 
313 approved , to the Auditor every year. One copy of the reappropriation 
statement will also be furnished to the Auditor. 


CHAPTER II 


RECEIPTS AND PAYSIENTS OF MONEY 
19. Receipts to be entered int books. - All 

oneys received in the 
Board s Office shall be entered in & cash book . 

20 . Acknowledgment of money and receipt books.- All moneya re 
ceived in the Board s Office shall be acknowledged on a receipt in the 
form (Account 2 ) appented to these rules under the signature of the 
Chairman or any officer duly authorised by him . 

21. Stock register of receipt books.-- All receipt books which have 
not been brought into use shall be kept under lock and key and stock 
register or receipt books shall be maintained in the form ( Account 3 ) 
appended to these rules . 

22. Pronutions necessary before signing a receipt.- Before signing 
a receipt, it shall be the duty of the officer signing the receipt to see that 
the money received has been duly recorded in the cash book and in token 
of this check , each entry in the cash book shall be attested by him . 

23. Acoeptance of cheques in poyment of trust dues and their dis 
posnl - Cheques on banks which have clearing accounts with the State 
Bank of India or the Reserve Bank of India may be accepted in pay 
ment of Board dues or in settlement of other transactions. Uniil , how 
ever, a cheque has been cleared, the Board shall not pass a regular receipt. 
When a cheque is tendered, a provisional receipt in token of receipt of the 
cheque shall be given in the first instance and if the person inaking the 
payment in this manner so desires, a formal payment receipt shall be 
rent by post to his address after the cheque has been cleared . All such 
cheques shall on receipt be entered in a register in the form (Account 4) 
appended to these rules, each entry being attested by the Chairman or 
any officer duly authorised by him . The cheques shall then be sent to 
the bank for collection with the following endorsement being made in 
the cheque " RECEIVED PAYMENT BY TRANSFER CREDIT TO THE 
BOARD FUND ". Necessary entries in the cash book and the tasue or 
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formal receipt, if necessary, shall be made only when intimation of credit 
is received from the Bank. Delay in collection over a week in respect of 
out station cheques shall be enquired into . 
Note :-- In the event of a cheque being dishonoured by the bank concerned . 

the fact shall be intimated at once to the tenderer. 
24. Safe custody of funds. - The cash balance on hand shall be kept 
in safe custody and the deposit and withdrawal of these funds from the 
safe shall be operated upon jointly by the Chairman and Secretary or 
the Secretary and any other officer authorised by Chairman . 

25. Maing of private cash neith trust moneys prohibited - Private 
cash shall under no circumstances be mixed with Board moneys . 

26. Pay order to be recorded on all rouchers.--Every item of ex 
penditure shall be entered in a bill in the form (Account 5 ) prescribed 
in these rules; bill and other vouchers prescribed for payment shall be 
examined and if the claim is admissible , it shall be paid on & pay order, 
specifying the amount payable both in words and figures signed by the 
Chairman . 

* 27 . Cheque books. - The cheque books shall be kept under lock and 
key in the iron safe. 

28. Duty of the Chairman or others before signing a cheque.-- Before 
the Chairman or any other Trustee or the Secretary to the Board signs 
& cheque, he must satisfy himself that the sum for which such cheque 
is drawn is required for a purpose of work specifically sanctioned by 
the Chairman or the Board or is an item of payment specified in 
Section 11 ( 2 ) ( a ) of the Act. They shall also satisfy themselves before 
signing a cheque that a proper bill has been prepared and passed for 
payment by the competent authority . 

29. Cheque in favour of authorised agents and bars.-- No cheque 
shall be signed unless required for immediate delivery to the payee or 

drawn in favour of any other person than the actual payee. Cheques 
drawn in favour of authorised agents and banks holding legal power 
of attorney on behalf of the payee are an exception to this rule. 

30. Cheques hore to be woritten up.-- Every cheque shall be made 
payable to order only unless the payee requests in writing that the 
cheque he made payable bearer . In the absence of a specific request 
to the contrary from the payee the cheques drawn in favour of cor 
porate bodies, time or private persons shall always be crossed Subject 
to any instruction from the payee, the cheques shall be crossed " ..& 
Co." with the addition of the words " Not negotiable " between 
the 
crossing . 

31. Action to be taken when the currency of a che fu lapses . - The 
cheques issued reminin current for three months from the date of issuo 
and the Board shall get endorsed accordingly on the cheques. Cheques 
received in the office after lapse of three months, shall be re - date and 
chuly attested . All cheques remaining unpaid for one year shall be 
cancelled . 


32. Cancclled cheques and their disposal. A signed cheque when can 
celled shall be et ected or stamped " cancelled " and the fact of cancella 
tion shall be noted in red ink over the initials of the officer cancelling 
the cheque, upon the counterfoil and across the pay order on the bill 
or voucher. Such cheques shall be preserved under lock and key until 
the accounts have been audited, when they shall be destroyed by the 
Auditor who shall certify to the destruction upon the counterfoil. 

33. Entries to be made in the cash book when a cheque is cancelled. 
When a cheque is cancelled before the cash book has been closed for 
the day on which the cheque is issued, the entry in the cash book shall 
be struck off in red ink and duly attested . When a cheque is cancelled 
after the cash book has been closed , a fresh entry in red ink CANCELLED 
CHEQUE shall be made exhibiting the amount of the cheque as a 
minus figure in the blank column on the payment side of the cash book . 

34. Lost cheques.-- If a cheque is lost or destroyed, the bank should 
be informed immediately so that lost cheques may not be cashed. The 
loss of the cheque shall be noted on the corresponding counterfolls. If 
a fresh cheque is not issued place of the lost cheque, the procedure 
laid down in Rule 33 shall be followed . A fresh cheque can be issued 
only after the receipt of a certificate from the bank to the effect that 
the cheque reported as lost will not be paid thereafter, if presented. If 
a new cheque is issued, its number and date shall be quoted against the 
original entry in the cash book with the remark that the original cheque 
has been lost and the following note shall be made on the counterfoll 
of the new cheque: 


ISSUED IN LIEU OF CHEQUE No .. dated 
LOST DESTROYED . 

35. Cash book.--The cash book shall be maintained in the form 
( Account 6 ) appended to these rules. At the close of each month , re 
conciliation should be effected between the closing balance shown in 
this book and that appearing in the bank pass book . The Chairman 
should sign the cash book monthly only after this has been done. 

36. Dating of signatures and initials in the cash book . --All signatures 
and initials in the cash book shall be dated. 


37. Permanent advance.- ( 1) The Board may fix sum to be kept 
with the Chairman as permanent advance and the Chairman shall main 
tain a petty cash book in the prescribed form (Account 7 ) to note the 
transactions relating to this amount. 

( 2 ) When a payment is to be made from the permanent advance, 
a payment order shall be made by the officer holding the advance on the 
sub -vouchers relating to the charge. 

( 3 ) The permanent advance shall be reimbursed in a contingent 
bill drawn by the Chairman in his favour. 


CHAPTER IV 


TRANSFER ENTRIES 
38. Transfer entries necessary in what uses. - Transfer entries i.e.. 
entries intended to transfer an item of receipt or charge from one head 
of account to another head, are necessary 

( a ) to correct an error of classification in the original accounts; 

( (b ) to adjust by debit or credit to the proper head of account an 
item outstanding under a suspense account; and 

( c ) to bring to account certain classes of transaction which do not 
pass through the cash book. 

39. Cases when correction will le carried out. - No correction will 
be carried out after the close of the annual accounts except in the follow 
ing cases, viz : 

( i) when the error affects the suspense accounts : or 

( ii) when the error affects a work or improvement scheme the 
accounts of which are open. The accounts are deemed to be open for 
this purpose up to the time when the works department submits the 
completion report. After the accounts are closed it will be sufficient to 
make necessary entries with suitable explanations in the detailed accounts 
of the work or scheme without passing them through the financial 
accounts . 

40. Alteration in accounts how effected. Any alteration in the ac 
counts shall be effected by means of a transfer entry made in a register 
(Accounts 8 ) kept for the purpose. Every entry made therein shau 
show the head or heads of account to be debited from or credited to 
and the grounds upon which the transfer is proposed to be made. Every 
transfer entry shall be duly approved by the Chairman before it is enter 
ed in the register. The transfer entry register shall be closed monthly 
by the 15th of the month following. 


CHAPTER V 


WORKS, CONTRACTS AND LOANS 
41. Works not to be commenced without sunction.-- No work of any 
kind shall be commenced or any expenditure incurred on it, until a 
proper estimate for the work has been prepared beforehand and duly 
sanctioned and the funds required for it have been appropriated and 
orders for its commencement have been issued by competent authority. 
12. Form of estimates .-- An estimate shall, in general, consist of 

( 1) a statement of detailed measurements and quantities, of the 
work; 

( 2 ) an abstract of costs in the form (Account 9 -X ) prescribed show 
ing the total cost of each kind of work for which detailed (Account 9 - b ) 
measurements are given in the other statement. 

In all cases of buildings and important works the estimate shall be 
accompanied hy a plan showing the design and a specification report 
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showing the need for the work proposed Every estimate shall be com 
plete in itself and must not be split up with a view to avoid its sub 
mission for sanction to a higher authority . 

13. Schedule of rates.-- To facilitate the preparation of estimates, a 
schedule of rates for each kind of work shall be maintained together 
with a detailed data to show how the rate is arrived at for each item 
of work. This schedule shall be revised and brought up-to -date from 
time to time according to necessity. The Eoard shall be competent to 
approve of the rates in the schedule . 

44. Invitation of tenders.-- The tender notices shall in all cases state 
(1 ) when and where the contract documents may be inspected and blank 
forms or tender obtained and also the amount to be paid for sets of 
plans and other tender documents : 

( 2 ) when and where and to whom tenders are to be submitted and 
when and where they are to be opened ; 

( 3 ) the amount of earnest money which should accompany the 
tender and the amount and nature of the security deposit required in 
case the tender is accepted ; and 

( 4 ) the authority competent to accept the tender; 
Note - Power shall always be reserved in inviting tender to reject any 

or all of the tenders received without the assignment of a reason 

and this shall be expressly stated in the notice . 
(5 ) that every tender should be accompanied by a declaration in 
the following form : 

" T|We agree that I We will not withdraw this tender during the 
period that will be required for intimation of acceptance or non -accept 
ance as stipulated in the notice tenderers, such period to commence 
from the last date by which tenders are due to be submitted to the 
Board , and if I We do so withdraw . I am We are liable to forfeit tender 
deposit". 

(6 ) Successful tenderer to forfeit earnest money if he does not exe 
cute agreement and pay security - that the successful tenderer shall 
execute an agreement in the prescribed form (Account 10 -a ) to be stamp 
ed at the stamp office at his own cost and also DEPOSIT THE AMOUNT 
OF SECURITY REQUIRED FOR THE DUE fullment of the contract : 
and 


( 7 ) that any person not depositing the security deposit and not 
executing his agreement in the prescribed form (Account 10 -b ) within 
the stipulated time after his tendier has been acceptel, will forfeit his 
earnest money . 

45. Opening of tenders .- At the advertised time and place, the Chair 
man shall open the tenders in the presence of such of the tenderers or 
their agents as may desire to be present. 

46. Lowest tender to be ordinarily accepted .- Other things being 
equal, the lowest tender shall ordinarily be accepted. Where it is con 
sidered undesirable to accept the lowest tender, the reasons shall be 
clearly recorded in writing and made available for the purpose of audit. 
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47. Authority competent to accept tenders . Subject to the provisions 
of Section 24, the authority competent to accept tenders shall be the 
Board or the Chairman as the case may be with reference to the limita 
fixed by Government under Section 22 of the Act. 

48. Tender not to be rejected solely on the ground that capacity and 
integrity of tenderer is not known.-- A tender shall not be rejected solely 
on the ground that the capacity for work and the integrity of the 
tenderer are not known ; but in such a case a suitable amount of extra 
security shall be taken from the tenderer. 

49. When lowest tender is rejected, the next lowest to be accepted. 
When the lowest tender is rejected for recorded reasons, the next lowest 
tender shall be accepted unless adequate grounds are recorded for re 
jecting that tender also . 

50. Tender to be accepted only at the rates specified in it. - In no 
case shall a tender be accepted at the rates other than those specified 
in that tender. 

51. Tenders to be disposed of within sir from the date of 
opening. - There shall be no avoidable delay in the disposal of tenders 
after they are opened . Ordinarily , they shall be disposed of within a 
week of the date of opening, and in no case shall tenders remain un 
disposed of for a period exceeding six 

the 

of opening 
of the tenders . Where it is necessary to extend the time for disposing 
of tenders beyond the period of six weeks mentioned above, a report 
should be made to Government explaining the circumstances necessita 
ting such extension of time. 

52. Terms of contract to be precise and definite. - The terms of con 
tract must be precise and definite, and there must be no room for ambi 
guity or misconstruction therein . No contract involving an uncertain or 
indefinite liability or any condition of an unusual character should be 
entered into without the previous consent of the authority competent to 
sanction the contract. 

53. Common seal of the Board to be uffixed to contracts. The com : 
mon seal of the Board shall be affixed to all CONTRACTS INVOLVING 
an expenditure exceeding Rs. 1,000 (Rupees one thousand) . 

54. Purchasing of stores otherwise than by tender. - When purchasing 
stores in the open market otherwise than by invitation of tenders , the 
purchase shall be made in the most economical manner with due regard 
to urgency, quality and efficiency . No order for supplles exceeding 
Rs. 1,000 

( Rupees one thousand) in value shall be placed without obtain 
ing a written quotation as to price. 

55. Board empowered to authorise the Chairman to enter into con 
tract cithout inviting tenders.-- Subject to the provisions of Section 24 . 
the Board may, for special reasons which shall be recorded in its pro 
ceedings, authorise the Chairman to enter into a contract without invit 
ing tenders. 

56. Register of sanctioned estimates. - A register of estimates wall 
be maintained in the prescribed form (Account 11 and all sanctioned 
cstimates of works shall be entered in it . A register of estimates , 
allotments, and expenditure in the prescribed form (Account 11 b ) shall 
be maintained and all transactions relating to works shall be entered 
in it . 

33-2692 


10 
57. Register of works. - A register of works shall be maintained in 
the prescribed form (Account 12 ) and transactions relating to all worics 
shall be entered in it . 

58. Measurement of works.-- All works done or materials supplied 
whether by contract or departmental agency shall be measured and 
recorded in the measurement book in the prescribed form (Account 13). 
There should be no undue delay in taking or recording measurements . 
The date of measurement shall invariably be entered and the measure 
ments attested by the officer-in -charge. 

59. Duty of Engineers.--Junior Engineers shall be in charge of work 
and record original measurements and Assistant Engineers and Executive 
Engineers will check-measure works. 

60. Instructions regarding entries in measurement book . --The follow 
ing instructions are to be followed in the matter of making entries in 
the measurement book : 

(1 ) The measurement book must be looked upon as a most import 
ant record, since it is the basis of all accounts of quantities, whether 
of work done by daily labour or by contract or of materials received 
which have to be counted or measured. All the books received shall be 
numbered serially and before a book is brought into use the pages shall 
be exarnined and any serious defect such as the tearing of or the substi 
tution of pages brought at once to the notice of the higher authority. 

( 2 ) All entries in measurement book shall be made in ink . If this 
is not possible, they shall at least be written with an indelible pencil. 
The entries in the Contents or Area column shall however always be 
made in ink in the first instance itself and not inked over, 

( 3 ) At the head of each set of measurements , there should be entries 
stating in the case of bills for work done 

( a ) Full name of work as given in the estimate ; 
( b ) Situation of work ; 
(c ) Name of contractor; 
( d ) Number and date of his agreement; and 

( e ) Date of measurement. 

(4 ) The quantities measured shall be recorded clearly and accurately . 
If the measurements are taken in connection with a running contract 
account on which work has been previously measured, care should be 
taken to see : 

(i) that a reference to the last set of measurements is recorded ; 
and 

(ii) that if the entire contract has been completed, the fact is 
recorded prominently . 

(5 ) Entries shall be recorded continuously in the measurement book . 
No blank page shall be left and no page torn out. Any page left blank 
inadvertently must be cancelled by diagonal lines , such cancellation being 
attested . No entry shall be erased or effaced so as to be illegible. When 
any measurements are cancelled , the cancellation must be supported 
by the dated initials of the officer ordering the cancellation . The reasons 
for cancellation shall be recorded . 

(6 ) No lines shall be left blank. Any lines not required shall be 
carefully crossed out in in order to prevent additional entries being 
made afterwards. 

( 7) Each measurement book should be provided with an index which 
should be kept up-to -date, 
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( 8 ) The signature of the contractor or his authorised agent should 
bo obtained in measurement books after each set of measurements with 
the addition " I ACCEPT ALL MEASUREMENTS." In the case of 
illiterate men , their thumb-impressions should be obtained and got attested 
at least by one independent witness. 

(9 ) Copying into measurement books from a note book or other 
source is strictly prohibited. All measurements in a measurement book 
must be an actual record of work or supplies measured at the time of 
entry in the measurement book . Measurements should not be copied 
from one page to the other, or from one book to another book . 

61. Check -measurement.- All works of the estimated value of more 
than Rs. 500 should be check -measured . Check -measurements should be 
noted in the measurement book . At the time of signing a bill for pay 
ment, the check -measuring officer should invariably endorse in red ink 
in the measurement book, a reference to the voucher in which the quanti 
ties are entered for payment and the date of entry and then cross off in 
red ink the whole set of measurements concerned. After payments are 
made, the voucher numbers and date on which the payments have been 
made should be entered in the measurement books. 


62. Muster roll. - When work is done by daily labour, the basis of 
the account will be a nominal muster roll in the prescribed form 
(Account 14 ) which should be kept separately for each work and for 
each gang of coolies. It should be written up daily before the colles 
commence work . 

63. Excess over or deviation from sanctioned estimates to be covered 
by sanction. When an estimate for work of any kind has been once 
sanctioned, the expenditure on account of that work must be kept within 
the amount of the estimates. If, however, during the progress of the 
work , it becomes clear that owing to some unforeseen circumstances , 
the amount of the sanctioned estimate is insufficient, a revised estimate 
prepared in the same form as the original estimate and accompanied 
by a statement with full explanation for the need for it must be sub 
mitted for the orders of the authority competent to sanction the enhanced 
expenditure. If , when exceeding the sanctioned amount, it is necessary 
to exceed the quantity or rate for any item in the estimate or devinte 
from the sanctioned design , a deviation statement in the prescribed 
form (Account 15 a ) should be prepared . In cases of triding deviations, 
no deviation statements or revised estimates need be prepared. In such 
cases the excess or deviation should be explained in the completion report 
which should be prepared in the prescribed form (Account 15 b ) as soon 
as possible after the completion of each work . 

64. Payments to contractors .--No payment shall be made to a con 
tractor for any work done before it is measured and the value of the 
work turned out is calculated. In the case of works costing more than 
Rs. 1,000 the payment shall be made to the contractor monthly on bills 
submitted by him supported by measurement heets in the prescribed 
form ( Account 16 ) . Final payment for any work requiring check 
measurement shall not be made before the work is check -measured. In 
the case of works whose estimated cost does not exceed Rs. 1,000 pay 
ment shall be made only on completion after check -measurement. 
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65. When contractors din can be passed for payment. The following 
points shall be specially considered before a contractor s bill is passed 
for payment : 

( a) that the bill is in the proper form and accompanied by neces 
sary certificates and signed by proper person or persons; 

(b ) that it is for a charge covered by proper sanction ; 
( c ) that the arithmetical calculations are correct; 
( d ) that it contains no erasures or unattested alterations; 

( e ) that the charge is not debited to work other than that on which 
it is incurred ; 

( f ) that it is accompanied by a measurement sheet; 

(g ) that the rates in the bill are in accordance with the schedule 
of rates mentioned in the contract; 

( h ) that all previous payments are duly deducted : 

(1) that in cases where measurements are recorded up to date, the 
figures in the measurement sheets and those in the bills are checked with 
reference to the Agures in the previous documents, if any; 

(3) that the measurement sheet contains a certificate signed by the 
measuring officer; 

(k ) that the check measuring certificate is recorded and signed in 
the case of all bills ; 

(1) that all fines and amounts disallowed are deducted ; 

(m ) that all materials paid for are duly accounted for. 
66. Advance payments to contractors forbidden .-- Advance payments 
to contractors are generally forbidden. Part payments may however be 
made from time to time on regular bills, for the work done. 

67. A contractor s ledger shall be maintained in the prescribed form 
(Account 17 a ) and all materials shall be intended and obtained in the 
prescribed form ( Account 17 b ) . 

68. Register of bills. - A register of bills shall be maintained in the 
prescribed form (Account 18) and bills as they are received shall be 
entered in this register chronologically . 

69. Loans.- The Board may borrow money from the Government or 
Banks or on debentures as provided in Sections 92, 93 and 95 of the Act. 

70. Loans not to be raised without Government sanction . - No loan 
shall be raised without the previous sanction of the Government. 

71. Approval of Government necessary for the terms of the loan_ 
The amount of the loan, the rate of interest and the terms including the 
date of floatations, the time and method of repayment and the like shall 
be subject to the approval 

of the Government. 
72. Works not to commence before loans for scheme is sanctioned .- 
When a loan is required for financing extensive schemes , it is necessary 
to 

submit a comprehensive work and loan programme and to indicate 
the expected annual distribution of the expenditure and borrowing 
Involved . No expenditure shall ordinarily be incurred on the works until 
the loan for the entire scheme has been sanctioned and the scheme itself 
receives the technical and administrative sanction of the authority with 
whom the power of sanction rests. 

73. Establishment and maintenance of sinking funds. The Board 
shall with the approval of the Government establish and maintain 
accounts for sinking funds as provided in Sections 101, 102, 103, 104, 
105 and 106 of the Act. 
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74. Register of loans or debentures. - A register of loans or deben 
tures shall be maintained in the prescribed form (Account 19 ) . 

75 . Lease registers. - The following registers in the prescribed form 
shall be maintained in connection with the sale and lease of Trust 


lands : 


( 1) Land disposals register (Account 20 a ).- In this register shall 
be recorded particulars of all property included in the schemes with 
details as to purchase or acquisition price and ultimate disposal. 

( 2 ) Register of annual leases (Account 20 ).- In this register 
shall be entered leases that can be terminated on one month s notice. 

(3 ) Register of annual Icases (Account 20 b ).- In this register shall 
be entered leases, the period of expiry of which does not exceed one year. 

(4 ) Register of long-term leases (Account 200 ) .- In this register 
shall be entered leases other than monthly and annual. 

76. Custody of lease deeds. - All lease deeds shall be kept in the safe 
custody of the Chairman or any oficer authorised by him . 

77. Procedure when buildings of property attached to ground are 
acquired . - When buildings or other property attached to the ground are 
acquired with the land, particulars of such property shall be recorded 
in registers in the prescribed form (Account 21-a ) called " Register of 
trees on site in area included in schemes " or "Register of buildings 
and structures on sites areas included schemes (Account 21 b )" 
as the case may require. Trees, houses or other immovable properties 
shall be given specific numbers. 


CHAPTER VI 
MONTHLY , HALF YEARLY AND ANNUAL ACCOUNTS 
78. Maintenance of posting registers - The Chairman shall cause to be 
maintained posting registers of receipts (Account 22 a ) and expenditure 
(Account 22 b ) in the prescribed form showing the receipts and charges 
for each month and for the whole year. The account for each month 
shall be closed not later than the 15th of the following month : 

Provided that the account for the month of March and for the whole 
year may be completed not later than the 31st of May following. 

79. Abstract of monthly account to be placed before Board . - The 
Chairman shall cause to be prepared for each month in the prescribed 
form (Account 23 ) an abstract of the monthly account and place it 
before the Board at the first meeting held after the account is ready . 
One copy of abstracts of monthly accounts (Account 23 ) shall be for 
warded to the Auditor, after approval of the accounts, by the Board. 

80. Abstract of half -yearly accounts to be submitted to Government.-- 
The Chairman shall cause the preparation of an abstract of accounts at 
the close of each half -year for the approval of the Board and submit 
such approved accounts to the Government and to the Auditor. 

81. Annal accounts to be submitted to the Government.--At the close 
of each year, an annual account shall be prepared in the prescribed form 
(Account 21 ) . The annual accounts shall show : 

( 1) The amount at the credit of the Trust in the bank at the end 
of each financial year with a reconciliation statement, if this amount 
differs from that shown in the Board s boolta . 
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(a ) List 


(2 ) A statement of investments made. 

(3 ) A statement showing the receipts and expenditure from the 
Revenuo Account. 

(4 ) A statement showing the receipts and expenditure from the 
capital account on works, schemes, etc. 
( 5 ) A statement showing the outstanding debt of the Board, i.e., 

of loans ; 
( b ) Distribution of outstanding debt; and 

(c ) Brief appreciation of the prospects and repayment of debt, 
shown as outstanding against individual works and schemes. 

The annual accounts thus completed shall be laid before the Board 
at their first meeting to be held after the compilation of the accounts. 
A copy of the annual accounts after consideration and approved by the 
Board, shall be submitted to the Government and the Auditor. 


CHAPTER VIT 
EXPENDITURE - PAY, ALLOWANCES OF ESTABLISHMENT AND CONTINGENCIES 

82. Due date for the preparation and payment of Bills . - Pay bills may 
be prepared and approved one or two days before the last working day 
of the month for which pay is earned and is to be paid. Cheques for 
pay bills may be signed on the last working day of the month , to which 
the bills relate, but payment in respect of those bills shall not be made 
before the first working day of the next month . In the following cases 
pay due for a part of a month may be paid before the end of the month : 

(a) When an officer of Government serving under foreign service 
conditions, under the Board reverts to Government service or proceeds 
on leave out of India ; 

( b ) when a servant of the Board leaves the services of the Board ; 
( c ) when a servant of the Board dies; 

( d ) when however the first six days of a month are public holidays, 
the salaries of non -gazetted servants for the previous month may be 
disbursed on the last working day before the said holidays. 
83. Payment of dues of the deceased : 

(a ) Pay and allowances can be drawn for the day in which an 
employee of the Board dies, the hour at which death takes place has 
no effect on the claim . 

(b ) Pay and other allowances claimed on behalf of a deceased officer 
may be paid to the legal heir or heirs, without the production of the 
usual legal authority , 

(1) to the extent of Rs. 500 under the orders of the Chairman 
after such scrutiny into the rights and title of the claimant as may be 
deemed sufficient; 

(11 ) for the excess over Rs. 500 under the orders of the Board 
on the execution of an indemnity bond in proper legal form with such 
sureties as the Board may require. 

84. Last pay certificate .-- Last pay certificates shall be issued by the 
Board in the event of reversion of Government servants on foreign 
service in the Board . The last pay certificate will show the date 
(forenoon or afternoon ) on which the charge was made over, the rates 
of pay and allowances and the date up to which payment is made and 
the amounts of deduction on account of Income-tax and Provident 
Find, ate. No Government servant transferred to service under the 
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Board shall be paid without the receipt of the usual last pay certificate 
from the head of the office where he last served or if he is a gazetted 
servant, from the treasury where his bills are passed . 

85. Income tax deduction . The sole authority for the recovery of 
Income tax is contained in the Income-tax , 1922 (Central Act XI of 
1922), as amended from time to time and the rules and orders issued 
thereunder . As regards the recovery of income-tax , the Board is con 
cerned solely with the recovery at the time of payment on Salaries 
as defined in Section 7 (1 ) of the Income-tax Act. Income-tax under the 
head Salaries shall be deducted at the rate applicable to the cstimated 
income of the assessecs from the head Salaries : 

Provided that the amount of income-tax can, at the time of deduc 
tion, be increased or reduced for the purpose of adjusting any excesses or 
deficiency arising out of any previous deduction or failure to deduct. 

86. Oficers Bills. - Officers treated as gazetted in the employ of the 
Board shall draw their pay and fixed allowances separately in the bill 
form (Account 25 ) appended to these rules . 

87. Endorsement of pay bill in favour of banker or agent.-- Pay and 
allowances shall be paid only upon the personal claim of the officer con 
cerned to his personal receipt and not otherwise . At the written request 
or order of the officer, the pay bill may be made payable to some well 
known banker or agent. 

88. Gazetted posts. - All posts in the service of the Board carrying 
a minimum salary of Rs. 200 in a time scale shall be treated as gazetted . 

89. Pay bills of establishment.-- The following procedure shall be 
adopted in preparing the pay bills of establishment: 

(a ) Pay bills of establishment shall be prepared 
in the form 
(Account 26 a ) appended to these rules in which each section or sub 
section shall be shown separately. Full details of the names of incurn 
bents of posts shall be given in these bills. The pay, personal pay . 
special pay, officiating pay, leave salary or compensatory allowances, 
if any, claimed for each person for the month shall shown separately . 

(b ) Any officials absent on leave or deputation shall be clearly 
shown as such in the monthly pay bills and ofäciating arrangements 
made in the matter of appointing substitutes, for the absentees, should 
be indicated clearly in the absentee statement in the prescribed forin 
(Account 26b) . 

(c ) In the bills for arrears of pay, etc., a reference shall be given 
to the monthly bill from which the charge was withheld or on which 
it was refunded by short deduction or to any special order granting with 
retrospective effect a new allowance or an increase in pay, as the case 
may be. In the pay bills for temporary establishments, which shall be 
drawn separately, the orders sanctioning the post shall invariably be 
quoted . 

90. Establishment audit register and its styleat. - In order to facilitate 
the check of pay bills and to ensure that no fixed charge is paid twice 
over, an establishment audit register shall be maintained in the pre 
scribed form (Account 27) . 

91. Disbursement of money .- When a pay bill is cashed, the money 
so drawn shall be disbursed promptly to the payees concerned and their 
acquittance taken . For this purpose, an acquittance register shall be 
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maintained in the prescribed form (Account 28 ). Any amount remain 
ing undisbursed by the end of a month shall be refunded by short drawal 
on the next bill and redrawn on a separate bill when it is required for 
disbursement. 

92. Responsibility of the Chairman for the amount drawn on establish 
ment pay bills . The Chairman is personally responsible for all cash 
drawn until it has been paid to the proper persons and the latter have 
signed acquittance for the same. When the recipient is illiterate his 
thumb-impression shall be taken. If in any case, it is impracticable to 

a payee s receipt in the acquittance register itself a separate recept 
may be obtained from him and attached to the register and a remark 
" Receipt attached” made against his name in the last column. In no 
circumstances shall the pay be kept in deposit for more than a month. 

93. Travelling allowance bills of officers and servants.- Travelling 
allowance bills of gezetted officers of the Board shall be drawn in the 
form (Account 29 ) while those of the other officers and servants of 
the Board shall be drawn in the form (Account 29 a ). 

94. Contingent expenses.-- Payment for supplies and services and 
contingent expenses shall be made through bill prepared in the prescribed 
form of contingent bill (Account 5 ) . 

95. Filling of vouchers.- All vouchers shall be numbered serially for 
each year and 


CHAPTER VIII 


MISCELLANEOUS 
96. Description of deposits. - The deposits of the Board are of two 
kinds 

(1) Deposits which pass through the regular accounts of the Board . 
(ii) The deposits which do not so pass 
( 1) The deposits of the first kind are of the following classes : 

(a ) Cash deposits of the Board employees and contractors made 
by way of security ; 

(b ) unclaimed Provident Fund money; and 

(c ) other deposits such as items of receipt the allocation of 
which is not known at the time of adjustment in accounts . 

(2) The deposits of the second kind are the interest-bearing 
securities of the following type : 

(a ) Government securities; 
(b ) Municipal debentures and Port Trust Bonds; 
(c ) Post Office Savings Bank pass book ; 

( d ) Deposit receipts of recognised banks approved by the 
Board . Such securities are generally deposited by the Board employees 
and contractors, 

97. A bond or agreement necessary for security deposits --Security 
deposits of the Board employees and contractors, etc., whether made in 
cash or in the form of interest- bearing securities shall be covered by 
a bond or agreement respectively setting forth the conditions on which 
the security is held and may be ultimately refunded or appropriated . 
Reference to such bond or agreement shall be recorded in the register of 
deposits or the register of securities (Account 30 ) as the case may be . 
All the interest-bearing securities should be pledged in favour of the 
Chairman of the Board . 
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98. Repayment of security deposite --Without the special orders of 
the Poard, no security deposit shall be repaid or retransferred to the 
depositor or otherwise disposed of except in accordance with the terms 
of his agreement or Bond 

99. Noting of deposits. - The deposits shall be noted in registers of 
deposits opened and maintained for the purpose in the prescribed forms 
(Account 30 ) . 

100. Crediting of upsed deposits .-- In the accounts for Morch each 
year, the following classes of items in the register of deposits shall be 
credited to the Board funds as lapsed deposits : 

( 1) Original deposits not exceeding one rupee in each individual 
case remaining outstanding for one whole account year : 

(2 ) Balances not exceeding one rupee of items Partly cloured 
during the year then closing : 

(3 ) Balances unclaimed for more than three complete account years. 
101. Lapsed or forfeited deposits not to be refunded toithout sano 
tion - Deposits treated as lapsed or forfeited under the provisions of 
an agreement or bond shall not be refunded without the sanction of the 
Board . Every claim to a refund shall be made in the form ( Account 31) 
appended to these rules . 

102. Register of advances. - When an advance is made from the 
Board funds or if any item is debited under the rules to the suspense 
head " Advances" It shall be entered in the register of advances to be 
maintained in the form ( Accounts 32 ) appended to these rules. When 
an advance is adjusted , either by recovery in cash or by transfer, an 
endorsement to that effect shall be made against the original debit in the 
column of the month in which the transaction takes place. The register 
shall be examined every month by the Chairman or an officer authorised 
by him and suitable action taken for the recovery of adjustment of the 
advances. 

103. Chairman to obtain achroledgment from the persons , against 
whom advances are outstanding. Soon after closing the accounts for 
March , the Chairman shall obtain acknowledgments from all officers, 
employees, persons or bodies against whom advances are outstanding in 
respect of advances outstanding. 

104. Register of investments. - Detalls of all investments from Board 
funds including fixed deposits with a bank, shall be entered in a register 
of investments to be maintained in the form (Account 53) appended 
to these rules. The reglater shall be reviewed by the Chairman twice 
a year early in April and October. 

105. Register of furniture.-- A register of furniture, equipment tools, 
instruments shall be kept in the prescribed formi ( Account 31-2 ). A 
separate register for special articles such as survey and drawing instru 
ments required by the Drawing office shall also be kept (Account 34 b ). 
Once a year the furniture , etc., of the whole office shall be physically 
verified by the Chairman or an oflicer authorised by him and the realut 
of the verifcation recorded in the register. 

106. Stocke register of consumable articles. - A stock ter 
articles of stationery forms ( Account 35 -u ) or any other consumable 
articles (Account 35 -b ) shall be maintained in the prescribed form in 
which every transaction shall be entered . The balances of stock eball 
be verified with the book balances once a quarter by the Chairman or 
an oflicor authorised by him nnd n certificate in token of such verification 
recorded in the register. 


. 
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107. Logister of forms meant for sale to the priblic.- regleter 
( Acount 34) similar to that prescribed for consumabla articles shall be 
maintained in respect of forms, etc., which are meant for sale to the 
public. All receipts and issues shall be entered in this register and the 
balance of the forms shall be verifed and the result of verification re 
corded in the register . 

108 Register of stamps In order to enable a check to be kept on 
the value and number of postage stamps expended upon the business of 
the Board , a register of stamps shall to maintained in the prescribed 
form (Account 37) in which the receipts and issues of stamps shall be 
recorded as they occur. At the close of each day the balance of stamps 
ahall be verified and a certi cate of verification recorded in the register 
by an officer authorised by the Chairman. 

109. Irrecoverable items and written of 1.569, - All charges which are 
found to be irrecoverable and which are proposed to be written off sball 
be reported to the Board by the Chairman and the Board s sanction 
obtained to write them oft : Provided that the Chairman shall have 
power to write off losses up to Rs. 200. In all cases wbere the value to 
be written off exceeds Rs. 1,000 orders of the Government shall be 
obtained. 

A register of written ou cases shall be maintained in the prescribed 
form (Account 38 ) . 

APPENDIX 

LIST OF FOLMS 
sorn 

Rues to 
number , chich the Name for forms 

form refers. 
( 1 ) ( 2 ) 

( 3 ) 
1 19 

Peappropriation form . 
20 Peceipt books. 
1 

Stock register of receipt doctes and printed 

forms. 
23 

Register of cheques. 
5 23 

Bill form 
6 35 

Cash book 
137 

Petty cash book. 
8 40 

Transfer entry book. 
9 ( & ) 

Abstract estimate of work 
42 

Detailed estimate of work 
1046 ) 14 ( 0 ) 

Agreement form (lump-swm ). 
10 ( b ) 

Piece -work agreement. 
1116 ) 58 Register of estimates. 
11 ( b ) 

Reglater of estimato , allotment and expendi 
L2 

Register of works. 
13 58 Measurement book and shset . 
14 

G2 Muster roll forin. 
15 ( G ) 83 

Deviation statement, 
134 ) 

npletion report 
10 D 

Contract artificata 
17 ( 6 ) 

Contractor s ledser . 
17 ( 1 ) 67 

Incant for materials from bang-am contracta 
18 

Regleter of bius 
74 

Reglster of loana 


2 


7 


8 ( b ) 


44 ( 7 ) 
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22 ( a ) 


Form Rules so 
number. which the Nome for forma 

jorin refers. 
(1 ) ( 2 ) 

( 3 ) 
20 (a ) 75 (1) Land disposal register 
20 (b ) 

75 (2 ) Register ofmonthly , annual and long 

terin leases. 
22 (a ) 77 Register of trees on sites in area included 

in the scheme. 
21 (b ) 77 Register of buildings and struciures on pro 

perties included in schede 

78 Register of receipts. 
22 (b ) 78. Register of expenditure. 
23 

79 Abstract of monthly accounts . 
24 

31 Abstract of half-yearly and annual accounts 

form . 
25 

86 Officer s pay bill form . 
25 ( a ) 

89 Establishment pay bill form . 
26 (b ) 

Absentee statement form . 
27 

90 Establishment audit register . 
28 

91 Acquittance register. 
93 Travelling allowance bill form of gazetted 

officers . 
29 ( a ) 93 Travelling allowance bill form of other 

officers and other servants. 
30 97 and 99 Register of deposits and securities. 
31 

101 Refund voucher form . 
32 

102 Register of advances. 
33 

104 Register of investments , 
34 (a ) 105 Register of furniture. 
31 (b ) 105 Instruments , tools , etc. 
35 (a ) 106 Register of stationery . 
35 (b ) 106 Register of consumable articles. 
36 

107 Register of formsmeant ior sales. 
37 

103 Register of staraps. 
38 

103 Register ofwrites off . 
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FOAM No. ACCT. I. 

Rulo (18) 
STRIVANDRUM CITY IMPROVEMENT TRUST. 
STATEMENT OF PROPOSED RE-APPROPRIATION (s). 


Heads of Budget 
Estimates affected 

by the proposal. 


uptodaPenditure 


proposal. Amountasinthe 

sanctioned estimate. 


Proposed 
increased 
decrease . 


Amountasthey willstandafter re-appropriation. 


Reasons for 
increase/ 
decrease. 


Rs. nP . Rs. nP . 


( 1 ) Heads under 

which the pro 
posed expendi 
ture will fall. 


Total 


(2 ) Heads under 

which it is 
proposed to 
reduce the 


grants. 


Total 


FORM No. Acct. 2 . 

(Rule 20) 

RECEIPT BOOK 
TRIVANDRUM CITY 

TRIVANDRUM CITY 
IMPROVEMENT TRUST 

IMPROVEMENT TRUST 
COUNTERFOIL OF RECEIPT 

RECEIPT. 
No. Accounts Department No. 

Accounts Department. 
Date 

Date 
Received from Mr. 

Received from Mr. 
the sum of Rs. (Rupees 

the sum of Rs. 
) by P.O./Cash on account by P.O./Cash on account 
of 

of 
Entered in Cash Book (Page No. ) 
Clerk . Accountant. Secretary, 

Clerk. Accountant. Secretary . 


(Rupees 
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FOBM No. Acct. 3 . 

(Rule 21) 
STOCK REGISTER OF RECEIPT BOOKS AND 

PRINTED FORMS 


Cost 


( 1 ) 


( 2 ) 


(3 ) 


(4 ) (5 ) (6 ) 

Rs. np . 


( 7 ) (8 ) (9 ) 


( 10 ) 


(11) (12 


FORM No. Accr. 4 . 

(Rule 23) 
REGISTER OF CHEQUES 


( 1 ) (2 ) ( 3 ) 

Rs.nP 


( 4 ) (5 ) ( 6 ) 


(7 ) 


(9 ) 


( 10 ) 


(il) (12) 


FORM No. Accr. 5 . 

(Rule 26 ) 
BILL FORM 

Bill number 

Date 19 
TRIVANDRUM CITY IMPROVEMENT TRUST 
Detailed bill of contingent charges for the month of 19 
Head of services 
Number of Description of charges and number Amount 
Sub - oucher and date of authority for all charges 

requiring special sanction . Rs. nP . 

Total (in words) 


(Reverse) 
I certify that the expenditure charged in this bill could not 
with due regard to the interest of the public service, be avoided . 
I have satisfied myself that the charges entered in this will have 
been really paid with the exceplions noted below , which 
exceed the balance of the permanent advances and will be paid 
on receipt of the money drawn on this bill. Vouchers for all 
sums above Rs. 10 in amount and for all sums paid for on postage 
stamps and telegrams, are attached to this bill, save those noted 
below , which will be forwarded as soon as the amounts have 
been paid . 

I have as far as possible obtained vouchers for other surns, 
and am responsible that they have been so destroyed that they 
cannot be used again . 
Payment recommended 

Signature 
Date Designation 

Rs. P. 
Passed for Rs. 

Allotment for current year 
Expenditure including this bill .. 

Balance avaiiable 
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Bill No. 


Examined 
Paid by Cheque No 


Account. 


Voucher No. 


Debit head 
Accountant. 

Rs. 
Secretary . 

Pay Rs. 
to 

Chcirman , 
Trivandrum City Improvement Trust. 


FORM No. Accr. 6 . 


(Rule 35) 
CASH BOOK 


RECEIPTS. 


PAYDIENTS . 


Cash Bank or 

Treasury 


Cash Bank or 

Treasury 


Remarks 


Rs. n . Rs. nP . 


Rs. nP . Rs, nP , 


For No. Accr. 7 . 


(Rule 37 


PETTY CASH REGISTER 


RECEIPTS 


EXPENDITUE 
Particulars of expenditure 


Data 


Amount 


Sub -voucher 


Postage 


Voucher 
number 


Office 
rent 


Electric 
current 


Hot weather 

charges 


(2 ) 


(3 ) 


( 7 ) 


( 5 ) 
Rs. np . Rs. nP . 


(8 ) 
Rs. nP . 


Rs. DP 
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Particulars of expenditure- ( contd .) 


Angant 


Balance 


Pools 


Miscellaneous 


Remarks 


Furniture 


Stationery 


( 12 ) 


(13 ) 


( 15 ) 


(10 ) 


(16 ) 


(17) 


(9 ) 
RanP. 


(11 ) 
Rs. 1) 


(14 ) 
Rs. 1P . Rs. np . 


Rs. nP . 


Rs. nP 


Ry, np 


Rs. np . 


FORM No. Accr. 8 . 


(Rule 40 ) 
TRANSFER ENTRY BOOK 


Date 


Item 
num 


Debits 


Credits 


ber 


Parti 
culars 

of 
transac 

tions 
(3 ) 


Brief expla 

nation of 
the reasons 
necessita 
ting the 
transfer 


Dated 
initials 
of the 
Officer 


Heads of Amount 
Account 

( 4 ) ( 5 ) 


Heads of Amount 
Account 

(6 ) ( 7 ) 


( 1 ) 


( 2 ) 


(8 ) 


( 9 ) 


Rs. np . 


Rs, NP. 


Foru No. Accm, 9 ( a ) . 


(Rule 42 ) 


ABSTRACT ESTIMATE OF WORK 
TRIVANDRUM CITY IMPROVEMENT TRUST 

ENGINEERING DEPARTMENT 
Abstract of the foregoing estimate 


Name of work 


Item number 


Description of work 


Quantity 


Rate 


per 


Amount 
Rs. np. 


Rs. 


np . 


* (Reverse ) 
Quantity 


Item nuinber 


Per 


2697-EE 


Description 

of work 


Rate 
Rs. np . 


Amount 
Rs. nP . 


Grand total.. 


Supervisor . 

Memorandum 
Budget grant 
Amount appropriated 
Balance on hand 


Checked by 

Assistant Engineer . 
196- 196 
TRIVANDRUM CITY IMPROVENENT TRUST. 

Engineering Department 
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Estimate No. 


Budget Head 


Amount of tte estimate 
Balance forward 


Submitted for favour of sanction 


Supervisor. 


Assistant Engineer . 


Sanctioncd 


Approved 


Date 


Chairmar , 


Appropriation No. 


Cost Rs. 

Works. 


Date 


FORM No. Accr . 9 (6 ). 


(Rule 42 ) 


TRIVANDRUM CITY IMPROVEMENT TRUST 


ENGINEERING DEPARTMENT 


DETAILED ESTIMATE 


Name of work 


Measurement in feet 


Iten 
number 


Detail ofwork 


Number 


Area or 
contents 


Total quantity of each 
description of 

work 


Breadth IIeight 

or 
thickness depth 


Length 


or 


26 


(Reverse ) 


Detail of work 


Item 
Number 


Number 


Measurement in feet 

Breadth Height 
Length or 

thickness depth 


Area or 
contents 


Total quantity of each 

description of 

work 


or 


27 


Form No. Acct. 10 ( a ) . 


[Rule 44 ( 6 ) ] 
ARTICLES OF AGREEMENT 


OL 


ARTICLES of Agreement made this 

day of 

196 
between the Chairman , Board of Trustees for the Improvement of the 
City of Trivandrum ( hereinafter called the Chairman which expression 
shall where the context so admits include his successors in office and 
assigns) of the ONE PART AND 

(hereinafter called the contractor which 
expression shall where the context so admits include his heirs, executors, 
administrators and legeal representatives ) of the OTHER PART. 

WHEREAS the Board of Trustees for the Improvement of the City of 
Trivandrum (hereinafter called the Board ) are desirous of 

AND have caused an estimate of probable 
quantities contained in Schedule A , drawings and specifications describ 
ing the work to be done to be prepared . 
AND WHEREAS the said Schedule A , drawings numbered serially i to 

inclusive ( Schedule B ) -and specifications ( Schedule C ) have 
been signed by or on behalf of the parties hereto . 

AND WHEREAS the Contractor has agreed to the retention by the 
Board of the earnest money of Rupees 

(in words and figures ) 

paid by him when he submitted 
his tender as security for the due fulfilment of the contract to the satis 
faction of the Chairman of the Board or in the alternative as the Chairman 
may direct to deposit as security for the aforesaid purpose cash or 
currency notes of the value of Rs. 

(in words and cgures ) 

to perfect such security . 
AND WHEREAS the Contractor has deposited with the Board the sum 
of Rupees 

(in words and figures ) 
In cash as additional security for the due fulalment of the contract to the 
satisfaction of the Chairman . 

AND WHEREAS the Contractor has also signed a copy of the Madras 
Detailed Standard Specifications and the Addenda Volumo thereto inain 
tained in the Office of the Chairman in acknowledgment of being bound 
by all the conditions of the classes of the Standard Preliminary Specifica 
tion and all the Standard Specifications for items of works described by 
a Standard Specification Number in Schedule A. 

AND WHEREAS the Contractor has agreed to execute upon and subject 
to the conditions set forth in the Preliminary Specification of the Madras 
Detailed Standard Specifications and such other conditions as are con 
tained in all the specification forming part of this contract (hereinafter 
referred to as " the said conditions" ) the works shown upon the drawings 
and described in the said specifications and set forth in Schedule A as 
Probable quantities" and comply with the rate of progress noted at the 
end of this ARTICLES OF AGREEMENT for a sum of Rs. 

( to be 
entered in words and figures ) 

or such 


2 


3 . 


18 
other sum as may be arrived at under the clause of the Standard Prell 
minary Specification relating to " Payment on lump-sum basis or by 
final measurement at unit prices" all items of work being paid for on 
detailed final measurements only . 

NOW IT IS HEREBY AGREED AS FOLLOWS: 
1. In consideration of the payment of the said sum of Rs. 

or 
(to be entered in words and figures) 
such other sum as may be arrived at under the clause of the Standard 
Preliminary Specification relating to "Payment on lump-sum basis or by 
final measurement at unit prices" all items of work being paid for on 
detailed Anal measurements only, the contractor will upon and subject to 
the said conditions execute and complete the works shown upon the 
said drawings and described in the said specifications and to the extent of 
the probable quantities shown in Schedule A with such variations by way 
of alterations of, additions to, or deductions from , the sald works and 
method of payment therefor as are provided for in the said conditions . 

The term "Chairman " in the said conditions shall mean the Chair 
man of the Board of Trustees for the Improvement of the City of 
Trivandrum or any other Officer of the Board in charge of the worke, who 
shall be competent to exercise all the powers and privileges reserved 
herein in favour of the Board with the previous sanction of the Chairman 
of the Board . 

The arbitrator for fulalling the duties set forth in the arbitration 
clause of the Standard Prelimanry Specification shall be the Superintend 
ing Engineer 

Circle . 
4. Time shall be considered as of the essence of the Agreement and 
the Contractor hereby agrees to commence the work as soon as THIS 
AGREEMENT is accepted by the Chairman of the Board and the site (or 
premises) is handed over to him , as provided for, in the said conditions 
and agrees to complete the work within months from the date 
of such handing over of the site (or premises) and to show progress as 
defined in the tabular statement "RATE OF PROGRESS " below , subject 
NEVERTHELESS 

contained 
to the provisions for extension of time 

in 
clause 5-9 of the Standard Preliminary Specification, 

4. (a) Damages for delays and non- completion.- If the Contractor fails 
to complete the works within the period named in Clause 4 or within 
any extended time allowed by the Chairman under these presents the 
Contractor shall pay or allow to the Board the sum of Rupees 
as liquidated and ascertained damages for every day beyond the sald 
date or extended time as the case may be during which the works shall 
remain unfinished except as provided in Clause 4 and such damages may 
be deducted by the Board from any moneys due to the Contractor. 
5 . 

The said conditions shall be read and construed as forming part 
of this agreement and the parties hereto will respectively abide by and 
submit themselves to the conditions and stitpulations and perform the 
agreements on their parts respectively. 

6. Upon the terms and conditions of this agreement being fulilled 
and performed to the satisfaction of the Chairman , the Security Deposit 
by the Contractor as HEREINBEFORE recited or such portion thereof as he 
may be entitled to under the said conditions shall be returned to the 
Contractor. 
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IN WITNESS WHEREOF the Contractor 

has hereunto set his 
hand and 

on behalf of the Board has bereunto set his 
hand, the day and year first above written . 

Signed by Contractor . 
Address 
In the presence of Witness. 
Signed by the Chairman. 
The common seal of the Board of Trustee 
for 

Improvement of the City of 
Trivanrmum , was hereunto affixed in the 
presence of 


Trustee. 


Rate of progress 
The following rate of progress AND proportionate value of work done 
from time to time as will be indicated by the Chairman s certificates of 
the value of work done will be required. 

Date of commencement of this programme will be the date which 
the site ( or premises) is handed over to the Contractor. 
Period after date of commencement. Percentage of work completed 

(based on contract lump-st amount) 


SCHEDULE A. 
Schedule of rates and approximate quantities. 
( a ) The quantities here given are those upon which the lumip 
sum tender cost of the work is based, but they are subject to alteration , 
omission , deductions or additions as provided for in the conditions of this 
contract and do not necessarily show the actual quantities of work to be 
done. The unit rates noted below are those governing payment for 
extras or deductions or omissions according to the conditions of the 
contract , as set forth in the Preliminary Specification of the Madras 
Detailed Standard Specifications and other conditions or specifications 
of this contract. 

(b ) It is to be expressly understood that the measured work is to 
be taken nett (notwithstanding any custom or practice to the contrary) 
according to the actual quantities when in place and finished according 
to the drawings or as may be ordered from time to time by the Chair 
man , and the cost calculated by measurement or weight at the respective 
prices, without any additional charge or any necessary or contingent 
works connected therewith . The rates quoted are for works in situ and 
complete in every respect. 
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Rate 


Probable 
quantity . Description of a 

work 
Figures 


Amount 
Figures 


ItemNo. 


Words alFigures 


Rs P. Rs. nP . 

(Signature of Contractor ). 
Date 

Note :-The second sub -division of this column is for enter 
ing description in words such as numbers, cubic feet, lb., etc. 

SCHEDULE B 
List of drawings. 

Supplemental list. 
NOTE: --All drawings to be signed As referred to in the specifica 

by the contractor as well tions (including the Preli 
as the officer entering in minary Specification of the 
to the contract. 

Madras Detailed Standard 
Specifications). 


Serial number 


Drawing number 


Serial number Drawing number 


Date on 
Description 

Description which the 

drawing was 

supplied 
( Signature of Contractor) . 

SCHEDULE C. 
List of specifications for the various items of works supplementing those 

described in Schedule A by Standard Specification numbers . 

" ( 1) The contractor shall employ the following technical staff for 
supervising the work and shall see that one of them is always at sito 
during working hours, personally checking all items of work and pay 
ing extra attention to such works as may demand special attention e.g., 
reinforced concrete works, etc." 
Names of members of technical staff to be employed . Qunlifications. 
NOTE.- In case the contractor is himself professionally qualified , the 

above specification should be suitably altered and in cases in 
which the contractor selected has not given an undertaking to 

employ qualified men is should be scored out. 
FORM No. Accr. 10 ( b ) . 

[Rule 44 ( 7 ) ] 
CITY IMPROVEMENT TRUST AGREEMENT 

FOR PIECEWORK 
Authority 
Number of pages in the agreement. 
Number of items in the schedule . 

N. B. - Piecework is that which involves a payment. 
for work done at a stipulated only , without refer 
ence to a total quantity or time. 

Tender and 
Condition . 
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Directions to parties tendering 
1. The Chairman , Board of Trustees for the Improvement of the City 
of Trivandrum (hereunder called the Chairman ) within a period of two 
months from the date of acceptance of the agreement by the competent 
authority, give to the contractor full and complete particulars of the work 
to be done hereunder and within like period permit the contractor and his 
workmen free access to the site on which the work is to be executed. 
On receiving such particulars and permission , the contractor shall forth 
with start the work and shall carry on the same with due diligence 
and all work executed is to be done in a workman -like manner. The 
decision of the Chairman as to the rate of progress and the quality of 
work or material shall be final. The contractor shall have the right to 
cancel the contract and obtain refund of his earnest money if such parti 
culars and /or the permission are not given within the said period of two 
months. 

2. Subsidiary items such as water for work , clearing and markdng 
out site, hire of tools and plant should be separately entered. If such 
items are not so entered, it will be assumed that the rates quoted in the 
schedule include provision for them also . 

3. The tenderer shall examine closely the Madras Detailed Standard 
Specifications and also the relevant clause of the Standard preliminary 
specification contained therein , and sign the office copy of the Madras 
Detailed Standard Specifications and its Addenda Volume in token of 
such study before submitting his tender unit rate which shall be for 
finished work in site. He shall also carefully study the drawings and 
additional specifications of all the documents which form part of the 
agreement to be entered into by the accepted tenderer. 
4. Every tenderer is expected, before quoting his rates, to inspect the 

of the proposed work . He should also inspect the quarries, and 
satisfy himself about the quality and avallability of materials. The 
names of quarries , kilns, etc., wherefrom certain inaterials are to be 
obtained will be given in the Descriptive specification sheet. The best 

the quarries or other de 
fined shall be used on the work. In every case the materials must com 
ply with the relevant standard specification . Samples of materials as 
called for in the standard specifications, or in this tendor notice. or, as 
required by theby the Chairman 

in any case, shall be subniitted for the Chair 

the supply to site of work is begun. If the con 
tractor after examination of the source of materials defined in the 
Descriptive Specification Sheet is of opinion that materials complying 
with the standard or other specifications of the contract cannot be obtained 
in quality or sufficient quantity from the source defined in the Descriptive 
Specification Sheet he shall so state clearly in his tender and state 

he intends to obtain materials subject to the approval of 
the Chairman . 
the chat 

Attention of the pieceworker is directed to the standard 
" Preliminary Specification " regarding payment of seigniorage, tolls, etc. 

5. The tenderer should quote specific rates for each item in the schedule 
and the rates should be in rupees, annas, and pies. The units and 
rates should be written both in words and Agures. The schedule accom 
panying the tender shall be written legibly and free from erasures over 
writings or conversions of Ngures . Corrections where unavoidable should 
be made by crossing out, initialling , dating and rewriting. No alteration 
which is made by the tenderer in the agreement form , the conditions of 


site 


source ce 


Iman s approval 


wherefrom 
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agreement, the drawings or specifications accompanying same will be 
recognized ; and if any such alterations are made, the tender will be void . 

Tender for piecework 
No. 

of 19 
( 

) do hereby tender to execute 
works of the undermentioned description by piecework , and in accordance 
with the conditions noted below in consideration of payment being made, 
for the quantity of work executed at the respective rates specified in the 
following schedule : 

I|We hereby distinctly and expressly declare and acknowledge that 
before submission of myjour tender Iwe have carefully followed the 
Instructions in the tender notice and have read the Madras Detailed 
Standard Specification the relevant clauses of the Preliminary Specification 
of the Madras Detailed Standard Specifications and that I we have made 
such examination of the contract documents and of the specifications , etc., 
and of the location where the said work is to be done and such investiga : 
tion of the work required to be done, and in regard to the material 
required to be furnished as to enable melus thoroughly to understand 
the intention of same and the requirements , covenants , agreements , 
stipulations and restrictions contained in the contract and in the said 
specifications; and distinctly agree that Iļwe will not hereafter make any 
claim or demand upon the Board based upon or arising out of any alleged 
misunderstanding or misconception or mistake on my our part of the 
said requirements, covenants, agreements, stipulations, restrictions and 
conditions. 

SCHEDULE 
Name of work 


be exe 


if any . 


Class and M.D.S.S. * 

Unit of Rate of payment 
Number description number or calculation (to be entered 
of item . of work to other special (in figures both in figures 

specification and in and words one 
cuted. 

words.) below the other). 

Rs. np . 
• Enter S. S. before the number if it is an M.D.S.S. number. 
NOTE.-- (1 ) Enter below the schedule a list of drawings and a descriptive 

Specification Sheet with relevant extracts from page 304, 
M.D.S.S. Items as may otherwise be applicable -- Vide also 

paragraph 1 of Directions to parties tendering . 
(2 ) The tenderer should affix his signature at the end of each 

page of his tender and other documents attached thereto . 
The accepting authority should simllarly affix his signature 
in the accepted tender. 

CONDITIONS 
1. The work shall be carried on with due diligence and all work 
executed is to be done in workman -like manner . The decision of the 
man , Board 

astees for the Improvement of the City of 
Trivandrum , hereinafter called the Chairman , duly authorized in this 
behalf as to the rate of progress and the quality of work or material 
shall be final. 

2. The following clauses of Standard Preliminary Specification of the 
Madrag Detailed Standard Specifications only subject to the modifications 
noted below shall apply to this agreement, 
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Standard Preliminary Specifications. 
Section A. - All clauses, except that in Clauses 2 and 3 where the 
Preliminary Specifications is mentioned , the reference shall be only to 
such clauses of the Preliminary Specification as herein made appli 
cable to this agreement. 

Section C.- All clauses except 15 (b ). 

Section D.- All clauses except that in Clause 28, in place of the 
words " within six months from the completion of read " before final 
payment for " . 

Section E. - All clauses except that in Clause 35 the word. " which " 
occurring between the words " progress" and " in " in the first sentence 
shall be deleted as also the concluding portion of that sentence beginning 
from " will." The following shall be substituted for the present 
Clause 42 : 

" The departmental Officer in charge of the work shall be responsible 
for the correct setting out of all works but the pieceworker shall provide 
at his own cost all labour, materials and staff required for so doing. 

Section F. - All clauses. 
Section G.- All clauses except 56 . 

Section 1. - Clauses 64 to 67 inclusive, second sub-paragraph of 
Clause 68, Clauses 70 , 71 and 72. 

3. The quantity of work executed shall be measured and payments 
made ordinarily monthly . On the completion of the work or the termina - 
tion of this agreement, final measurements will be made and the account 
adjusted accordingly. 

4. The Chairman may put an end to this agreement at his option at 
any time, and in the case of bad work or material action shall be taken 
as provided in Clause 27 (c ), Standard Preliminary Specification . 
NOTE .-- If action is taken as provided in the last sub -paragraph of Clause 

27 ( c ) , Standard Preliminary Specifications, the piece -worker s 

agreement to the reduced rates shall be taken in writing. 
5. The Chairman may fine the pieceworker any amount for slow 
progress of work. 

6. Any unforeseen additional work that may become necessary and is 
accordingly carried out under this agreement under proper written orders 
shall be measured and valued by the Chairman or his representative at 
the rates contained in the pieceworker s original schedule and if these 
rates do not apply, then prior to execution of the additional work a 
rate for such work shall ordinarily be agreed upon and entered in a 
supplement schedule and signed by both the pieceworker and the accept 
ing authority. If it is not possible to arrive at such an agreement then 
the pieceworker shall be paid according to the cost of labour 
and the materials used to which will be added 10 per cent to cover the 
pleceworkers profit on the said work on his delivery of the necessary 
vouchers to the Chairman . 

7. The earnest moncy deposited by the selected pieceworker shall be 
retained as security for the fulfilment of the agreement. After work 
has been carried out by the pieceworker to the extent of twenty times the 
value of this security deposit a deduction of 5 per cent of the value of 


employed 
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further work done by him shall be made for purposes of additional 
security from each intermediate bill to be paid to him until the completion 
of the work . Such deposit and or deduction or any portion thereof inay, 
at the discretion of the Chairman be forfeited on failure or non - fulfilment 
by the pieceworker of any of the above conditions. 

Date 


Witness : 

1 . 
2 . 


Signature of the party making the tender . 
Residence. 
Accepted by me 


Chairman, Board of Trustees for the Improvement 

of the City of Trivandrum . 
The non seal of the 

Board affixed hereunto 
in the presence of 

Trustee. 
FORM No. ACCT. 11 (a ) 

( Rule 56 ) 

REGISTER OF ESTIMATES 
Serial number 
Particulars of estimate 
Budget grant 
Amount of estimate 

Rs. np . 
Date of sanction by 

Chairman 
Date of disposal of tenders 


Date of agreement 
Date of commencement of 

work 
Date of completion and 

survey report 
Date of sanction of the 

revised estimate if any 
Amount of revised esti 
mate 

Rs. np. 
Date of payment 
Total amount paid 

Rs nP . 
Remarks 


FORM No. Accr. 11 (6 ) 

(Rule 57) 
TRIVANDRUM CITY IMPROVEMENT TRUST 

REGISTER OF ESTIMATES, ALLOTMENTS AND EXPENDITURE FOR THE YEAR 
Budget Head 
Amount of Grant- Rs. 

Expenditure 

Credit 
April to March 
(twelve months) 


Descriptionofwork Nun:beranddateof 

sanction 


Dateofcommencement 


Amountofsanction 


Pastexpenditure,ifany 


Appropriationnumber 

anddate 


Amountofappropriation 

forcurrentyear Voucher 

number 


Datefixedforcompletion 


Vouchernumber 
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Amount,etc. 


Dateofcompletion 


Amountofsurveyor ycompletionreport 

Remarks7 


Dr.total 


Amount 


Rs. P. 


Rs ,np. 


Rs. np . 


Rs. nP. 


Rs. nP . Rs.np. 


FORM No. Accr. 12 


(Rule 57) 
REGISTER OF WORKS 


Name of the world 


Month 


Amount 


Amount 


Amount 


Amount 


Amount 


Amo 


Rs. n . 


Rs. nP . 


Rs. np . 


Rs, nP . 


Rs.nP. 


Rs. nP. 


No.... ) 


Estimate 

No. of 
19 19 
(Appn . 
Expendi 
ture of 
previous 
year 
brought 
forward , 
if any . 


. 


(Rule 57 ) 
1. Amount of estimate . 
2. Contractor s name. 
3. Tender amount Rs. 
4. ContractNo. 
5. Work or works. 
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Quantity Rateandunit 


Rateandunit 


Amount 


Totalamountofthe 

bill 


Quantity 


Rateandunit 


Numberofvoucher 


Amount 


Balanceoutstand. 

ing 


Quantity 


Rateandunit 


Aniount 


Quantity 


Quantity Rateandunit 


Amount 


Amountpaid 


Amount 


Rs. np . 


Rs, np. 


Rs. nP. 


Rs. nP. 


Rs. nP . Rs. nP . Rs. np. Rs. 
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FORM No.Acct. 13. 

(Rule 58) 
MEASUREMENT BOOK AND MEASUREMENT SHEET 
Measurements up -to -date Deduct previous Since last 

measurements measurement 


Particulars eNumber 


Contentsor 

area Rate 


Totalvaluetodate 


Quantity 


Quantity Lcolumn 


[ 
( 
s 
) 
- 
( 
s 
) 


Valueatrates 


Page 


incolumn(6) 


(1 ) ( 2 ) ( 3 ) (4 ) (5 ) 


( 8 ) 


Rs. ap. 


Rs. np. 


FORM No. Acct. 14 


(Rule 62) 

MUSTER ROLL FORM 
TRIVANDRUM CITY IMPROVEMENT TRUST 

DEPARTMENT 


Name of work 
Estimate No. 
Requisition No. 
Appropriation No. 

or 
Budget complement 
Date 


Authority 
Amount Rs. 


Master roll of 

Date 


3 


14 


16 


17 


2 
18 


4 
20 


5 
21 


6 
22 


7 
23 


8 
24 25 


10 
26 


11 
27 


12 
28 


13 
29 


15 
31 


Serialnumberof 

eachclassof 

labourers Rank 


SerialNumber 


Totalnumberof days 


Name 
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ACACACACACACACACACACACACACA 
for the month / period ending 

19 


Rs. n . Rs. np . Rs. np . Rs. nP . Rs. nP . Rs. nP . Rs. nP . D.M. Y. 
Total 
Certified that the above labourers were actually employed on the daysmarked in the muster. Payment recommended . 
Supervisor. 

Head of Department 
Signature and Designation . 


(Reverse ) 
Details of payment 


Part 11- Abstract of work done 


Date 


Amount 


Market rate being 
not in excess of 
schedule rates 


Description 


Quantity 


19 


19 


Per 


Rate 


Cost 


Rs. nP . 

Name of Supervisor. 
Extra labour authority 

No. 
Date Amount Rs. 


Rs. nP . 


Rs. nP . 


Departmental 
Bill No. 


Total 


Total 
Amount as per 
this bill 


Certified that the pay 
ments noted in this roll 
were made in my pre 

Account. 
sence on the datesmen 
tioned in the margin . Debit head . 


Cashier . 


Difference 


Rs. 


(Signature) 
(Designation ) 


Measurements taken on 

and 
recorded in the measurement book No. 
Page. 

Signature. 
Rank . 


Pay Rs. 


To 


Date 


19 


Paid by Cheque No. 


Chairman , 


Alternative certificate. 

Certified that the work turned out 
is not susceptible of measurement ; I am , 
however , satisfied that it is worth the 
amount paid for it . 

0. I./C . 


Voucher No. 


FORM No. Acct. 15 (a ) 

(Rule 63) 
DEVIATION STATEMENT 
Particulars of deviation Reduc 

Orders 
Name Parti 

proposed 

tion or 

of the 
of culars 

increase Amount Chair 
work ofwork 

conse 

man or 
as per Quantity . Rate . Amount. quent on 

Board 
estimate 

devia 

for 
tion 

devia 

tion 
(1 ) (2 ) 

(3 ) (4 ) (5) (6 ) (7) (8 ) 
Rs, nP . Rs. nP . 

Rs. np . 


5Remarks. 


FORM No. Acct. 15 (b ) 


(Rule 63) 
COMPLETION REPORT 
As executed Difference ( excess) to 

be shown in red ink 


As estimated 


(1) (2 ) (3) 

(5) (6 ) (7 ) (8 ) (9) (10 ) ( 11 ) 
Rs. DP . Rs. nP. Rs. nP . Rs. nP . Rs. nP.Rs. nP . 
* In the case of large works, sub-heads shall be given in this column. 
Date 

Accountant 

Engineer 


FORM No. Accr. 16 

(Rule 64) 
CONTRACT CERTIFICATE 

Voucher No. 
Name of work 

Amount of estimate Establishment No. 
How executed Authority 

Appointment No. 
Name of contractor 
Last certificate granted for this, if any , Voucher No. dated 
Quantity executed 
or supplied 

Amount 
items. Rate . Per 
Up to Since last 

Up to Since last 
date certificate 

date certificate 
( 1) (2 ) ( 3) 

( 5 ) (6 ) ( 7) 
Rs. np . 

Rs. nP. Rs. nP. 
Total 


Remarks 
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Add in column 7 total up to date as in last Certificate Voucher No. 
Total value of work done up to date agreeing with total of 

column 6 . 
Deduct 
Fines and other deductions up to date (to be specified in remarks 

column ). 
Amount ofprevious payments as per last Certificate Voucher No. 
Payments now made, Rs. (in words) . 

Balance due 
Signature of the contractor : 

dated 

196 
Certified that the preceding claim is correct, that the necessary 
ineasurements have been made by me on 

196 and that the 
work has been satisfactorily performed - vide pages of Measure 
ment Book No. 
Dated 196 

Overseer. 
Check Measurement Certificate . 

work was 
Certified that the 

duly check -measured by me 

materials were 
(dates ) 

Assistant Engineer . 

Completion Certificate. 
Certified that the work has been completed in accordance with 
the plan and estimate in a substantial and satisfactory manner. 

Engineer . 

Rs. np. 
Allotment for the year 
Expenditure including this Bill 
Balance available 
Received Rupees ( 
only . 

Contractor. 
FORM No. Acct. 17 ( a ) . 

(Rule 67) 

FORM P. W. A. 14 
(See Chapter III, Article 150 ) 

CONTRACTOR S LEDGER . 
Name of contractor. 
Particulars of Net transactions 

Cross transac 
bill or voucher detailed by sus 

tions 
pense heads. 


Supa 


VoucherNo. Serialnunber 

ifaRunning AccountBill 

payments"eDate 


Debits Credits 


sirgacest 


"Advance 


*Nameofworkor--Credits2+=Debits oaccount(inredink) 

andparticularsof transactions, 


Othertrans 


Totalvalueofwork 

orsupplies. Remarks 


Rs. 


(1 ) (2 ) ( 3) (4 - D ) (5 - G ) 

( 7 - H ) (8 - F ) (9 - A ) (10) 
Rs. n . 

Rs. nP. Rs. nP . Rs. nP . 
* if there are several contracts in connexion with a work or account 
the transactionsrelating to each should bedistinguished preferably by 
quoting the number and date of agreement or work order. 
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FORM No. Acct. 17 (b ) . 

No. 

(Rule 67 ) 
INDENT FOR MATERIALS FROM LUMP SUM CONTRACTORS . 
Name of the Contractor 


JA 


Remarks 


( 6 ) 


Signature of lump sum contractor or his 

authorised agent. 
1. Copy to the Head Officer (White ) . 
2. Copy to tine concerned Assistant Engineer (Red) . 
3. Copy to the field Officer (Green ) . 
4. Copy to the contractors (Badami) . 

Contract No. and date of sanction . 
Name of Contractor. 
Quality of the Contract. 
Sanctioned rate 


Serialnumber 


Indentnumber 

anddate 


Quantity 

indented 


Quantityd 


Progressive 


Amount 


ototal 


Voucher 

numberand dateof payment 


Remarks 


Rs. 


np. 


FORM No. Accr. 18 . 

(Rule 68) 
REGISTER OF BILLS 

Amount 
Serial Date of Particulars Amount Passed Date of Voucher 
number receipt of bill claimed for 

pay number 

payınentment 
( 1 ) (2 ) (3 ) ( 4) (5 ) ( 6 ) (7 ) 

Rs. np. 


FORM No. Acct. 19. 

(Rule 74 ) 

REGISTER OF LOANS 
Purpose of loan 
Amount of loan 
Under G. O.G. O.No. 

dated 
Conditions of loan 
To bear Interest per cent. To be paid in instalments on and 
to be repaid in years 
Account of Principal 

Account of interest 
Calculation of Amount due 


Payments 


Receipts 


Voucher 

number 


Balanceafter Geachtransac 

Interestdue 

tion 
Period 


Totalinterest due 


Interestdue 


Voucher number 


Date 


Balancedue 


Remarks 


Rs. n . 


( 1) (2 ) ( 3) (4 ) 
Rs. np. ks. P. 

Rs,NP. Rs.nP. Rs. nP . Rs. nP 
FORM No. Acct. 20 (a ) 

Rule 75 (1 ) 
LAND DISPOSAL REGISTER 


Boundaries 


- 


Nameofthe 

Scheme Trustresolution 

sanctioning thescheme Plotnumber Surveynumber Blocknumber Rateatwhich 
Totalsaleprice 

DateofRealiza etionofamount DateofHanding 

overthepro Filenumber Initialsofthe 

landsofficerNorth South 

West©East 

sold 
Area Remarks 


(1) (2) (3)(4)(5X(6) (7) (8) (9 (10)(11)(12) (13) (14) (15) (16)( 17) 
FORM No. Acct. 20 (b ) 

Rule 75 (2) 
REGISTER OF MONTHLY /ANNUAL/LONG - TERM LEASES 


Boundaries 


Nameofscheme Plotnumber Surveynumber Blocknumber 


Dateofsanction 

oflease Periodoflease Monthlyor 

Annualrent Dateofexecu 

tionoflease Dateofcom 

mencementof Dateofexpiry 

ofleaseEast 
Filenumber 

leaseCoWest 

Area 


North 


South 


Remarks 


REGISTER OF TREES ON SEES INCLUDED IN SCHEMES 


Purchases 


Rs. nP. 


( 10 ) 
Rs. np . 
FORM No. Acct. 21 (b ) Rule (77) 
REGISTER OF BUILDINGS AND STRUCTURES ON 
PROPERTIES INCLUDED IN SCHEMES 

Particulars 
of buildings, 

etc. 


(12) (13) 


Rs, NP . Rs. np . 
FORM No. Acct. 22 (a ) Rule (78 ) 

REGISTER OF RECEIPTS 
Receipts 

Total 


(1 ) ( 2 ) ( 3 ) 

(9) (10 ) (11) (12 ) (13) (14 ) (15 ) (16) 
FORM No. Acct. 22 (b ) (Rule 78) 

REGISTER OF EXPENDITURE 
Expenditure Statement for the month of 
Budget Budget Expen Expen 

Expen 
head estimate 

diture up 

diture diture up 
to the end 

to the end 
of the pre 

current of the cur 
viousmonth 

rent month 
( 1) (2 ) 

( 3 ) (4 ) 

( 5 ) 


during 


Balance 


Remarks 


month 
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FORM No. Acct. 23. 

(Rule 79 ) 
ABSTRACT OF MONTHLY ACCOUNTS . 
Statement of monthly Accounts for the month of 
Receipts 

Expenditure 


( 1) (2 ) (3 ) 


(6 ) 


(10 ) (11) (12 ) 


FORM No. Accr. 24. 

(Rule 81) 
ABSTRACT OF HALF -YEARLY /ANNUAL ACCOUNT 
Receipt 

Expenditure 


Amount 
Rs. nP 


Amount 
Rs. np . 


Budget head 
Opening balance 
( 1 ) 
( 2 ) 
( 3 ) 


Budget head 

( 1 ) 
( 2 ) 
( 3 ) 
( 4 ) 

(5 ) 
Closing balance 


(5 ) 


Total . 


Total 
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Rs. np. 


FORM No. Accr. 25 

Rule ( 86) 
Account P. B. I 
Form No. 

June 1947 
TRIVANDRUM CITY IMPROVEMENT TRUST 

GAZETTED OFFICERS SALARY BILL . 
Head of service Deductions Monthly rate Amount 

Rs. n . Rs. nP . 
Received for the month of 196 . 
My pay as 
Motor car allowance 
Acting pay as 
Special pay as 
Leave salary as 
House rent 
Total claim 

Less Income- tax 
G. P. Fund 


Total deductions 
Net amount payable 


Counter signed 
Pay to Signature 

Stamp 
Signature 
Designation Date Office 

I certify that I maintained a in good order and used 
it during the month of 

for the performance of 
my duties as 

in the City Improvement Trust. 
Signature 


196 . 


Designation Date 
( 1) Certified that the post is held by an officer who is duly 

qualified . 
(2 ) Passed for Rs. 


Chairman , Trivandrum City 

Improvement Trust. 


Pay 


Rs. 


Voucher No. 


Entered L. F. 


Paid by Cheque No. 


Service Head 


Bill No. 


Trust 
Trivandrum City Improvement. 

Chairman , 


Account 


(Reverse ) 


co 


N.B.-Anofficerwhosignshisownbillwhileabsentonleavemusteitherpresentitinpersonor furnishtheLifeCertificatebelow,whichmustbesignedbyaresponsiblecfficerofGovernmentorsome otherwell-knownandtrustworthyperson. 


LIFECERTIFICATE 


isaliveonthisdate. 


CertifiedthatMr. 


Station 


Signature Designation 


Date 


33-2692 


19 . 


FORM No. Accr. 26 ( a ) 

(Rule 89) 

TRIVANDRUM CITY IMPROVEMENT TRUST 
June 1947.... 

ESTABLISHMENT SALARY BILL FORM 
Pay bill of Establishment of the Trivandrum City Improvement Trust for the month of 
Allowances 

Deductions 
(6 ) 

( 8 ) 
Name of incumbent 


Number 


Rateofsalary 


Salary,acting salaryorleave salary 


Post 


(2 ) 


( a ) (b ) ( 7 ) (a ) ( b ) 

( d ) ( 9 ) (10) 
Rs.DP. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.np. 


Rs. np. 


only 


. 


" 


Disbursement 

Rs. np . 

Rs. P. 
Rs. np . 
Gross amount payable : Deduct - Disbursements 

Passed for Rs. 

Absentee pay 
Salary Amount of P.F. (col. 8 - a ) 

Disbursement 

Item 
Conveyance Allowance . Amountof P.F. Income-tax 

(col. 8 -b ) 

P. F. credited to various 
Total (col. 7) .. Total (col . 8 ) 

accounts and debit 
Net Amount payable Rs. nP . 

entered L. F. 
( col. 9) 
(in words) Rupees 

income-tax by Cheque 

No. 
I certify that (1) -All salaries drawn on previous 
bills , with the exception of those detailed separately and Recovery of loan 
of which the totalhas been refunded by deduction from 
this bill, have been disbursed to the proper persons that 

Credit given L. F. 
their receipts have been taken in acquttance rolls filed 
in my office with receipt stamps duly cancelled for 
every payment in excess ofRupees 20 . 
(2 ) The posts are held by qualified persons or by 

Remitted vide chalan No. 
persons who have been exempted by the competent 
authority . 

Dated 
NOTE . - When no member on an establishment in 
superior service has been abseat on leave or deputation Accountant. 

Secretary . 
under suspension , the following certificate should 
be signed . A nil leave statement need not be sent in 

Head of Account. 
such cases. 

(3 ) No person in superior service on this establish 
ment has been absent either on deputation or under 

Total 
suspension or with or without leave, (except on casual 
leave ) during themonth of and further, that all 

Cheque for Rs. 
appointments and promotions temporary or permanent, 
have been recorded in the service books of the persons drawn in favour of 

my initials . 
Chairman , Trivandrum City Improvement Trust . Chairman, Trivandrum City Improvement Trust . 


Total 


Total .. 


19 . 


(Reverse) 
TRIVANDRUM CITY IMPROVEMENT TRUST 
Establishment of the Trivandrum City Improvement Trust for the month of 
Allowance 

Deductions 
( 6 ) 

( S ) 


19 


Pay bill of 


Remarks 


Nanie of incumbent 


li 


eNumber 


( 10 ) 


( 2 ) 


(3 ) (4 ) (5) ( a ) ( b ) (c ) (7 ) (a ) (b ) 

( d ) ( 9 ) 
Rs. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.nP. Rs.DP. Rs.nP. Rs. nP . Rs.DP. Rs.nP. 


FORM No. Acct. 26 (b ) . 

(Rule 89) 

TRIVANDRUM CITY IMPROVEMENT TRUST 
Slatement of employees in superior Service in the department absenton leave , on deputation or under 
suspension during the month of 

19 
Details of Absentee Salary of Absentee 
Officer per mensem Nature of absence 

Leave salary 


it 


52 


(11) (12 ) (13 ) (14 ) (15 ) (16 ) 
Certified (1) that all leaves granted to any person in superior service on this establishment,and the total 
absence on such leave, or without leave during the month and temporary appointments and promotions consequ 
enton such absence are detailed in the foregoing statement; (2) thatno leave has been granted until by reference 
to the incumbent s service register and to the Service rules of this Trust; (3) that I am satisfied that the leave 
granted was admissible ; (4 ) that all grants of leave and departure on and return from leave and all appointments 
and promotions (temporary or permanent) have been duly recorded in the service registers of the employees con 
cerned under my initials; (5 ) that leave salaries shown in this statement as being chargeable to Trust accounts 
have been correctly shown and (6 ) thatleave salaries chargeable to Government or other bodies or in any other 
proportion wbatsoever have been correctly shown. 

Abbreviations used in this statement 
Department, 

Leave on average pay = L. A. P. 
Trivandrum City Improvement Trust, 

Leave on half average pay = L. H. P. 
Trivandrum , 

19 

Leave salary = L. S. 
On other duty = 0. D. 
Leave on quarter average pay = L. F. 
Under suspensoin - Sp. 
On Foreign Service 

Head of Department. 


FORM No. Acct. 27. 

(Rule 90 ) 
ESTABLISHMENT AUDIT REGISTER 
Fixed establishment of the 

office . 
Note: --- If the space provided for one year is not sufficient the entriesmay be extended as far down as 
is necessary on no account should they be crowded together. The sanctioned scale at the beginning of the 
year should be entered in column 3 opposite the words " I April" in the next column. in case of all conse 
quent charges during the currency of the year the altered amount should be entered in column 3 and the 
date from which it takes effect in column 4. 

Amount paid each month with quotation of number and month of voucher 
Sanctioned 

scale April May June July August Sept. Octo . Nov. Dece. Janu . Feb. March 
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3 


4 


5 6 


7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 


(Fly leaf to the Establishment Audit Register ) 
Details of appointments and pay in the office of the 

1st April 19 . 1st April 19 . 


1st April 19 


Appointment 

Name of substantive 


Minimum 


Increment 


Maximum 


Income-tax 


ProvidentFund 

deductions 


ProvidentFund 

deductions 


Income-tax 


ProvidentFund 

deductions 


Gross 


Income-tax 


Gross 


Remarks 


Gross 


54 


FORM No. Accr. 28 


(Rule 91) 
ACQUITTANCE REGISTER 

Stoppages 


Name 


Office! 


Dateofenter 

tainment 


Date of payment 


Number 


Netamountpay abletoeach employee 


Salary 


Income-tax 


Fines 


Remarks 


Rs. nP. Rs. np . Rs. nP . Rs. nP . 


D.M. Y. 


S 


FORM No. Accr. 29 

(Rule 93) 
TRIVANDRUM CITY IMPROVEMENT TRUST 

GAZETTED OFFICERS TRAVELLING ALLOWANCE BILL 
Name - Sri 

Month of 

19 
Designation 

Head of service chargeable 
Pay 


Date and hour 


Place 


Departure 


Arrival 


From 


To 


( 1 ) 


( 2 ) 


( 3 ) 


(4 ) 


( 5 ) 


Instructions for preparing Travelling Allowance Bills 
( 1) Journeys of different kinds and journeys and halts should not be entered on the same line. 
( 2 ) Number of nuiles travelled should be entered in all cases of journeys by road or by boat. 

(3 ) Fixed travelling conveyance and horse allowances should be drawn along with the pay of the 
officer and not in Travelling allowance bills. 

(4 ) Fractions of a mile in the total of a bill for any one journey should not be charged for. 

(5 ) When the first item of travelling allowance to any officer is a halt, the date of commencement 
of that halt should be stated . 

(6 ) 
ceeding 20 miles (in the remarks in a day) . 

Special seasons should be furnished when mileage allowance is claimed for road journeys ex 

(7) When travelling allowance is claimed in respect of a journey to or from a hill station, it should 
be menticned in the " Remarks" column whether or not the halt has exceeded ten days. 

(8) When claiming road mileage between places connected by railway, the nature of Public interest 
served should be indicated . 


56 . 


(Reverse ) 
Rs. np. 

Certificates 
Railway fare 

(N. B. Certificates necessary for 
[ column (6 ) ] 

admission of claim s need 

alone be furnished and the 
-miles by roads at np. 

rest scored out.) 
per mile , column ( 7) . 

-days for which daily 1. I do hereby certify that I have 
allowance is claimed, column taken pains to ascertain the length 
( 8) , at Rs. per day. of the above mentioned marches and 

have shown them accurately to the 
Actual expenses, column (9 ) .. best ofmy knowledge and belief 

2. I also certify that no travelling 
allowance has been drawn for days 
of casual leave or for Sundays or 
authorized holidays not actually spent 

in camp. 
Total 

3. I certify 

(i) that the road journeys for 
which mileages have been claimed 

were not performed in a borrowed 
Deduct single /double F. T. A. conveyance . 
for ( ) days. 

4. I certify 

(i) that concession rates were 
not obtainable for any of the railway 
journeys covered by the bill ; 

(ii) that for the railways includ 
ed in this bill I travelled by first 
class. 


Net claim 


Rupees 


Signature of Officer 

who travelled, 


Memorandum . 


Contents received 


Rs, np . 


Allotment for 19 


19. .. 


Signature . 


Expenditure including this 

Bill 


Balance 


Chairman , Trivandrum City 

Improvement Trust. 


